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Washington State Transportation Commission 
Request for Proposal 

Recruitment of Secretary of Department of Transportation 
 
 
 
To: Prospective Consultants 
 
The Washington State Transportation Commission is soliciting qualified consultants to provide 
executive recruitment services to conduct a search for the position of Secretary, Department of 
Transportation. 
 
Responses to this proposal, whether mailed or hand delivered, must arrive at the Department of 
Transportation’s Consultant Services Office at the address indicated, no later than 5:00 p.m., 
local time, October 16, 2000.  Faxes and emails are not acceptable.  Send proposals to: 
 

Mike Rice, Director 
Consultant Services Office 
Department of Transportation 
PO Box 47323 
Olympia, WA  98504-7323 

 
If you have questions concerning this Request for Proposal, please contact Chris Rose at the 
Transportation Commission Office, phone:  360-705-7070 or email: rosec@wsdot.wa.gov. 
 
This publication is available in alternate format upon request for disability accommodation. 
 
Sections: I - Affirmative Action Policy Statement 
  II - General Information 
  III - Work Specifications and Consultant Qualifications 
  IV - Evaluation and Selection Criteria 
  V - Policies and Conditions 
  VI - Instructions for Submitting Proposals 
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SECTION I 
 

Affirmative Action Policy Statement 
 
It is the intent of the State of Washington to provide the maximum practicable opportunity for 
increased participation by minority and women owned businesses in the process by which 
consulting services are procured and offered by the State.  This process will be accomplished 
by encouraging the full use of existing certified minority and women owned businesses in the 
marketplace. 
 
Further, the State will employ only consultants who do not discriminate against any person 
because of race, creed, color, sex, martial status, age, national origin, or the presence of any 
sensor, mental or physical handicap, unless based upon a bona fide occupational qualification.  
All consultant materials and practices must avoid the sole use of male/female nouns and 
pronouns when the content refers to both genders and avoid any other discriminatory 
communications. 
 
The State will contract only with those consultants who declare their intention to comply with the 
Americans with Disabilities Act (ADA) and who, in fact, so comply. 
 
Failure to comply will be grounds for non-award or cancellation of contract. 
 

SECTION II 
 

General Information 
 
The State of Washington is committed to hiring a highly qualified diverse workforce.  To assist 
in hiring the best talent to executive level positions that are exempt from the civil service, State 
agencies have frequently contracted the services of professional executive recruiters. 
 
The intent of this RFP is to award one executive recruiter contract to conduct a search for 
Secretary, Department of Transportation.  The consultant will meet with the Transportation 
Commission to determine needs, and to develop and implement a recruitment and assessment 
plan which will include background referencing, and provide names of the most highly qualified 
individuals for the position. 
 
Timeline: 
September 25, 2000   - RFP Opens 
October 16, 2000  - RFP Closes 
October 27, 2000  - Written Proposals Evaluated and References Checked 
November 3, 2000  - Contract Awarded and Negotiated 
November 6, 2000   - Contract filed with Office of Financial Management 
Week of November 20, 2000 - Contract approved and open for use. 
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The State reserves the right to revise the above schedule.  The goal of the Commission is to 
complete the recruitment of the Secretary of Transportation no later than March 30, 2001. 
 
Consultants are required to submit four (4) copies of their proposal.  One (1) copy must have 
an original signature and three (3) copies can have photocopied signatures. 
 
Consultants mailing proposals should allow normal mail delivery time to ensure timely receipt of 
their proposals by the Consultant Services Office.  Consultants assume the risk for the method 
of delivery chosen.  The State assumes no responsibility for delays caused by any delivery 
service. 
 
A panel will evaluate the written proposals and select the top scoring firms between October 17 
and October 27, 2000.  An oral presentation is not anticipated.  The agency reserves the right 
to follow-up with questions either in writing or by telephone.  At least one (1) individual from 
each consultant who responds to the proposal must be available for questions before the end of 
the evaluation time period.  Failure to comply with this provision will result in consultant 
disqualification. 
 
Please Note:  All information and materials submitted under this RFP are subject to public 
disclosure (Chapter 42.17 RCW). 
 
All contracts are subject to approval by the Office of Financial Management. 
 

SECTION III 
 

Work Specifications and Consultant Qualifications 
 
WORK SPECIFICATIONS 
 
1. Description of Work Process 
 

The proposals submitted must contain sufficient detail to convey to members of the 
evaluation panel the consultant’s knowledge, skills, experience and ability to satisfy 
customer requirements. 
 
For each proposal, the following information must be provided: 
 
A.  The firm’s general philosophy and approach to recruiting, especially for public 

sector agencies. 
 

B.  The size of the firm, number of individuals available to conduct high level executive 
recruitment, and resumes for each individual who would work under this contract.  
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Do not include resumes of individuals who will not be working under the contract. 
 

C.  A list of clients and executive level positions you have recruited for within the past 
three (3) years.  Information to be included:  Title recruited for and short description 
of service; department/company name, contact person and telephone number; dates 
of search by month and year; duration of search (Approximate number of days or 
general time frame); number of times for this client; and measurable outcomes.  Any 
Washington State government experience should be listed first.  A separate list 
should be produced for each member of the consultant team that is proposed to 
work on the recruitment of the Secretary of Transportation. 
 

D.  Additional public sector clients beyond three (3) years (jurisdiction, department and 
contact person only). 
 

E.  A general description of methods and average length of time from initial contract to 
referral of successful candidates. 
 

F.  A one-page description of the specific method and approach for a service provided 
to one of the clients listed per Item C above (preferably public sector). 
 

G.  Three pages or less summarizing the outcomes of a service provided to one of the 
clients listed per Item C above. 
 

H.  A description of the specific approach and resources  proposed for recruiting the 
Secretary of Transportation for Washington State. 
 

I.  Statements from clients, retention rate of recruits hired and/or other information 
demonstrating client satisfaction or other measures of success. 
 

J.  A statement or copy of organizational policy regarding how recruitment methods 
ensure compliance with non-discrimination law and ADA. 
 

K.  The pricing plan.  (See Cost Specifications below.)  Please indicate whether the 
consultant is a contingency or retainer firm. 
 

2. Cost Specifications 
 
Consulting services:  Identify the rates to be charged for performing the tasks necessary 
to accomplish the objectives of the contract.  The costs must itemize the types of 
expenses expected to be billed to the State.  Individuals who will be working under the 
contract should be identified by name, rate or cost basis, and expected use during 
contract execution. 
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Rates must be for work in the Olympia area and include all travel and per diem 
expenses.  Any other reimbursable travel expenses will be in accordance with current 
Washington State travel reimbursement rates. 
 

CONSULTANT QUALIFICATIONS 
 
1. Consultant Minimum Qualifications 
 

A.  The consultant must be licensed to do business in Washington State. 
 

B.  The consultant must have at least three (3) years experience conducting executive 
recruitment. 

 
C.  Each individual providing services under the contract should evidence at least the 

following minimum qualifications (a two-page resume must be provided for each 
individual): 

• Three (3) years or more conducting recruitment. 
• Two (2) years or more conducting executive level recruitment. 
• Working knowledge of non-discrimination law and ADA. 

 
2. Consultant Desirable Qualifications 
 

Experience recruiting for public sector executive level positions or for public or for-
profit transportation executives is highly desirable. 

 
SECTION IV 

 
Evaluation and Selection Criteria 

 
The State will consider the following criteria when evaluating the written proposals. 
 
Written Proposals 
 
30% Description of Work Process:  Completeness and quality of the Executive Recruitment 
process proposed.  Applicability to public sector organizations. 
 
30% Evidence of Experience and Competence:  Degree/quality of the firm’s experience and 
of each individual’s past consulting work as it related to this RFP.  Experience with high level 
public sector executive recruitment will be weighted most heavily.  Only consultants who meet 
the minimum qualifications will be considered. 
 
30% Demonstrated Results:  Ability to respond in a timely manner to agencies as recruitment 
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needs occur.  Demonstration of client satisfaction and other success factors. 
 
 
10% Cost:  The evaluation process is designed to award contracts not necessarily to the 
consultant(s) of least cost, but rather to the consultant(s) whose proposal best meets the 
requirements of this RFP.  However, consultants are encouraged to submit proposals which are 
consistent with State government’s efforts to conserve State resources.  Points awarded will be 
consistent with specific formats outlined in the RFP (see Section III, 2., “Cost Specifications”). 
 
Reference Checks 
 
The State will conduct reference checks on top-scoring consultants.  The results will be used in 
the determination of the contract award. 
 

SECTION V 
 

Policies and Conditions 
 
Contracts awarded for the delivery of services sponsored by the State will be administered and 
processed according to the following policies and conditions:   
 
1.  The State reserves the right to reject any response which identifies a consultant or firm who 

has previously failed to perform satisfactorily while under contract to the State. 
 
2.  Contracts will be awarded and administered in full compliance with Washington State non-

discrimination and other laws and policies. 
 
3.  Proposals must include all costs, as outlined in Section III. 
 
4.  Individuals and firms selected under this RFP will function as independent consultants and 

not as agents or employees of the State. 
 
5.  By virtue of submitting a proposal, the consultant agrees to adhere to all terms and 

conditions outlined in this RFP. 
 
6.  By virtue of submitting a proposal, the consultant agrees to terms and conditions contained 

in the State contract.  A copy of standard terms and conditions is available at 
www.wsdot.wa.gov/consulting. 

 
7.  Contracts may be terminated for cause, without liability for payment, at any time when there 

is reasonable belief that the consultant is not satisfactorily performing, or has not 
satisfactorily performed, obligations under the contract. 
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8.  Contracts cannot be assigned or subcontracted to other individuals or firms, or changed, 

without the express written consent of both parties. 
 
9.  Consultant fees will be paid only upon satisfactory completion of work. 
 
10. No separate or additional payment will be made for expenses incurred in the preparation 

and submission of proposals to this RFP. 
 
11. Proposals and associated materials submitted to the State by consultants will not be 

returned.  Material considered to be proprietary information must be clearly marked so on 
each page, with the Statement “Proprietary Material” or “Copyrighted Material”.  The State 
reserves the right to either agree or disagree with proprietary designations.  Upon contract 
award, all documents are subject to public disclosure under Chapter 42.17 RCW. 

 
12. All responses to this RFP, whether mailed or hand delivered, must arrive at this agency (see 

address in letter to Prospective Consultants), not later than 5:00 p.m., local time, October 
16, 2000.  Faxes and emails are not acceptable.  Responses receive after that time will be 
returned to the sender.  The State reserves the right to open such responses in order to 
identify the sender if such identity cannot be ascertained from the mailing envelope. 

 
13. Response to follow-up questions may be required of consultants.  Consultants will be 

contacted regarding questions if needed.  A member of the consultant team must be 
available before the close of the evaluation period to respond to questions. 

 
14. The state will provide written notification of contract award or non-award. 
 
15. State agencies’ goals are to award a minimum 10% of their contract dollars to certified 

minority-owned businesses and 6% to certified women-owned businesses.  In order to be 
counted toward these goals, firms must be certified with the State Office of Minority and 
Women Business Enterprises (OMWBE).  The OMWBE certification does not guarantee 
award of a State contract.  For information regarding OMWBE certification, call 360-753-
9693.  If your firm is certified, please provide the certification number and category in your 
proposal. 

 
16. The consultant agrees to indemnify, defend, and hold harmless the State, its officers, agents 

and employees from any claims of the consultants, sub-consultants, laborers, or any other 
person, firm, or corporation furnishing or supplying work, services, materials, or supplies in 
connection with performance of the contract, as well as against any liability, including cost 
and expenses, for violation of property rights, copyrights, or rights of privacy arising out of 
the publication, translation, reproduction, delivery, performance, or disposition of any data 
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furnished under the contract or based on a libelous or other unlawful matter contained in 
such data. 

 
17. The consultant will ensure that dual compensation (compensation from a public employer for 

work performed during the same period of time) is not involved under the contract. 
 
18. The State reserves the right, at its sole discretion, to waive administrative irregularities 

contained in any proposal. 
 
19. Upon request, a debriefing conference will be scheduled with an unsuccessful bidder.  The 

requests for a debriefing conference must be received by the Consultant Services Office 
within five (5) business days after the Notification of Unsuccessful Bidder letter is mailed to 
the bidder.  The debriefing must be held within three (3) business days of the request.  
Discussion will be limited to a critique of the requesting bidder’s proposal.  Comparisons 
between proposals or evaluations of the other proposals will not be allowed.  Debriefing 
conferences may be conducted in person or on the telephone and will be scheduled for a 
maximum of one hour. 

 
Protests 
 
Only protests setting out an issue of fact concerning a matter of bias, discrimination, or conflict 
of interest, errors in tabulation, or non-compliance with procedures described in the RFP 
document or agency policy shall be considered.  Protests not based on procedural matters will 
not be considered. 
 
Any protest against the denial of contract award pursuant to this RFP must be received by the 
State within ten business days after the date of the State’s letter notifying the proposing 
consultants of their denial of contract award.  Protests received thereafter will not be 
considered. 
 
Upon receipt of a protest, a review will be held to ensure agency policy and procedures were 
followed, all requirements were met, and all consultants were treated equitably and fairly. 
 
All protests must be in writing to Connie Niva, Chair, Transportation Commission, and signed 
by the protesting party or an authorized agent.  Telegrams, faxed documents, emails or similar 
transmittals will not be considered.  The protest must state all facts and arguments reasonably 
known by the protesting party at the time of the protest, on which the protesting party is relying. 
 
Within eight business days after the receipt of the protest, the State will render a written decision 
on the protest, and will mail copies thereof to the bidder.  If the decision of the State will be 
delayed, then the consultant shall be notified. 
 
 



 

 9

 
SECTION VI 

 
Instructions for Submitting Proposals 

 
To be considered responsive, four (4) complete copies of the proposal must be submitted, and 
include the following information: 
 
1.  A cover letter which includes the following: 
 
• The firm’s name, address, principal place of business, and phone number. 
• The firm’s Federal Employer Identification number, and Uniform Business Identifier (UBI) 

number (to practice business in Washington State). 
• The firm’s OMWBE certification number and category, if applicable. 
• Name, address and telephone numbers of principal officers (President, Vice President, 

Treasurer, Chairperson of the Board of Directors, etc.). 
• Legal status of the firm and the year it was established. 
• Name of the Project Manager and/or other individuals providing services under this 

contract. 
• Location of the facility from which the firm would operate. 
• If any of the individuals who would perform services under the contract is, or was during the 

past 24 months, an employee of the State of Washington, indicated their social security 
number, job title, agency employed by, and separation date. 

• Disclosure of who within the firm will have prime responsibility and who will have final 
authority for the work. 

• The firm’s affirmative action policy Statement.  (This may be attached.) 
• Indication of whether the consultant has had a contract terminated for default in the last 

three years.  Termination for default is defined as notice to stop performance which was 
delivered to the consultant due to the consultant’s non-performance or poor performance 
and the issue of performance was either (a) not litigated due to inaction on the part of the 
consultant, or (b) litigated and determined that the consultant was in default. 

• Information regarding if the consultant has had a contract terminated for default in this 
period, the consultant shall submit full details including the other party’s name, address and 
phone number.  The State will evaluate the facts and may, at its sole discretion, accept or 
reject the proposal on the grounds of its past experience. 

 
2.  Information requested in Section III, Work Specifications and Consultant Qualifications. 
3.  Your submittal must be accompanied by the required “Submittal Information Packet” form.  

This form must be completed in its entirety for the prime and all sub-consultants or your 
submittal will be deemed non-responsive and will not be considered for this project. 

 
Proposals must be submitted with a minimum 12 pt. font, single-sided on 8.5” X 11” 
paper.  Charts, graphs, etc. must be of readable size. 


